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TAB A

N s RTITED

FOLICIES

ic An Aves Division

#. Authorization of overbime will be based on a valid
irderpratation of sxsess workload and not on situvations
where backlogs have been created because of insfficlency
s lack of erganigation in an employes®s work.

(1) Valid conditions for paid overtime works

{a) International situstion resulie
ing in appreciable increase in information
reports and operational setivitiss.

{b) Preparation of staff studiss
roquestsd by higher avthority in e minlmun
of tinmes

{e) During pericd when ennuel reports
of a complex and datailed nature sre being
prepared in finedl foxm.

(@) Swmoning of an employese to his
offica for opsrationsl wwasons duwring none
duty hours, including directed duty on
Saburdaya.

{2) Cenditionn not considered velid for paid
weartimes

(a) Inorease in ome segment of activity
which ean b mat by glving & delayed priovity
20 obher activiviss of the wmik.

(v) Accumiladion of backlog due %o
ivefligisncy or lack of organization in an
amployes®s worke

{e) Extre hours of work occasioned by
thae taking of amusl leave.
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(d) Request by employee to work over-
time on the basis of a personal financial

emargentcy.

- bo The following overtime will be paid for employses
subject to limitations of Repulations:

(1) Branch Saturday duly officer and secie-
bary in amount not to excesd four hours pex
person, per week, per Brancho

(2) Cable Room personnel for Saturday duby
not to exseed five howrs (twe persons); and on
rogular duty days, one extra hour for ona anployea.

(3) Extraordinary assigmments, which overtims
must ba specifically directed and approved in
advance by the Branch or Staff Chisf. I% sannot
bo given on a continulng basis.

(L) Overtime will not bo paid fors

() The howr immdlatoly after tha
clese of businass unless specifically
authorizad in edvance by the Division
Chief, Authorization is hersby given
for 4S=7's and below.

(b) Time neeassary to conplete a
normal work sssipmmont.

{(¢) Division or Branch security
duty .

20 An Ares Division

#o The detormination of the nesd for eompensatsd
gvertime is the vesponsibility of the Branch und Staf?
Chiefs, The responsibility for wonitoring the overtims
policy to ensure equability betwuson Branches is that of
tha Chief of Support.

bo It is the policy of ths Division to heve iis
employees work a L0 hour waok, Mondsy through Fridey

9
ard 0 have a duby offizer on duty firom 0900 to 1300
hours on Saturday.

2

Approved For Release 2001/08/08 :MP78-04718A002400140008-4



.Approved For Release 2001/08/08 : CIA-RDP78-04718A002400140008-4

SEeMET

o Branch Chiefs will normally not requast personnel
mdar their supervision o work on waek ends or holidays
or in excess of the 40 hour week except where such over-
time is necassary to accomplish uexpected work with g
short-term deadline or to handle crash assignments. The
cxeoption to this is an employes®’s actual participation
in a covert meeting which cannot be held during the
norual working hours (this should be noted on the over-
time record sheot).

do Each Branch Chief has a supervisory responsi-
bility to ensure that the workloasd is distributed
equally within his Branch, as well as to ensure that
each of his employees is fully and effectively contributing
a full O hour week.

@.  Overtims will not. be compensated under the
following comditionss:

(1) While a person is in travel status,
foreign or domestic.

(2) For work dome outside the office oxcapt
for employea's actual participation in a covert
meeting.

(3) For training or study.

(b) For Branch sscurity check.

(5) For official entertainment.

(6) Botwesn 0730 and 0830 hours nor between
1700 and 1800 howrs durirg the normsl work weck,
axcept for secretarial parsonnel who are specificelly
directed by the Branch Chiaf %o work betwsen 1700
and 1800 hours during the normal work waeck.

3o An Area Division

2o Overtime (or compensatory time in lisu thereof)
will be paid for:

(1) Branch Seturdsy (er holiday) duty
officer, reports officer and secretary, not
%o sxeed four hours per person, per country
deslte
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(2) Cable Hoom personnel as directed by
Diviglion Chief,.

(3) "Extraordinary" assigmments. The
tern “extreordinary" ag used in this Notice
refers to0 work outside the normal dayeto=day
duties, including erash jobs, unexpected work
with a short-term deadline, work for which an
employee is called back to the offics (csble
veplies, special projects,; elc.). It does not
include staying afer working hours or coming
in on Saturdays to complete a normal work
assigmmant, official entertainment, "hange
holding", etc.

be Overtime (or compensatory time in lieu thercof)
wlll not be paid for:

(1) Timo necessary to complate normal
work assigments or duties which are cone
sidsred part of the jobo

(2) The houwr immediately before and
after the businass day (0730 to 0830 hours;
1700 to 1800 howrs) unless specifically
approvaed by the Division Chief,

(3) Division or Branech sscurity check.

&0 No overtime or sompensabory tims will be allowsd
unless the employse concerned has been speeifically
directed to perform tha work by his Branch or Staff
Chiefs and the overtime has been authorized prior to
its performance by the Division Chief.

do Clsrieal parsonnel shall not be directed to
perform overtims unless appropriately supervised.

1o A Senior Staff

@« Overtime is authorized by the Chief of the Senior
Staff on the basis of written jJjustification submitted by
the Branch Chiefs.

bo  Blanked guthority 1s granted by the Chief of the
Staff for Ssturdaey duby secretary.
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&o Compensation of overtime is limlited to secre-
terial personnel.

5. An Area Division

#s As a control on the amount of overbtime thai an
individual may work in a pay period for which he can
eleiw pay; the Division has a poiley limlting sush over-
+ins 4o five hours, and any cvertime in excess of five
hours is credited as compensatory leave.,

6. A Senler Staff

2. Requests for authorization for overtime must be
pupported by Justificatlon and must be approved by the
Branch Chief.

be No overtime is aubhorized exceplt for off-hour

duty officers, necessarvy clerical support, and on an
emsrgency workload besls.

-
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